
Set up Notifications



Expand Profile menu and select Notifications 



Cardholder notifications for Transaction 
Management

Notes on Notifications:

• Verify your email address!

• Although all are optional, we 

recommend the notifications shown here

• Be sure to click Save when your selections 

are complete

Presenter Notes
Presentation Notes
Cardholders and approvers can access their notification options under My Personal Information, and under Contact Information click Email notification. It brings them to this page where they can set up email notifications.

Note the sections for checking Pending cardholder’s transaction approval and Pending Approver’s transaction approval as these are recommended. They can select to receive daily or weekly emails.

They can also check the box further down the page to receive an email notification when a transaction is rejected by an approver. This is strongly recommended for cardholders.

Next slide



Account Alerts

Account Alerts link displays for 

users with a card account 

assignment on their user profile 

(typically cardholders).

Presenter Notes
Presentation Notes
The last function we will look at here is Account Alerts. This link displays for users that have a card account assignment on their user profile, which is in the System Administration area of Access Online.

Cardholders can set up email or text alerts for potential fraud, for certain events, and for purchases. 
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Verify contact info

Check your email and mobile number 

for accuracy. 

If you select to receive text alerts, you 

must review and agree to the terms 

and conditions before you can submit 

your Account Alert preferences.

Presenter Notes
Presentation Notes
Enter the email address if you want email alerts. Enter a mobile number if you want text alerts.

For text alerts, the system sends a text message that needs to be confirmed within 72 hours.

Fraud texts are sent at the time they are triggered. Event and Purchase alerts are sent between 8 am and 9 pm Central Time.
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Select account and alert types
Account Alerts notes: 

• If you have more than one account, 

select it from the dropdown before 

selecting alerts

• Select alerts from all three tabs; we 

recommend Fraud Alerts for all 

• View and agree to the Terms and 

Conditions before you submit.

• For more, attend this class: Access Online 

Alerts and Notifications

Presenter Notes
Presentation Notes
If you have more than one account that you manage, you can select the account to which you want to add the alerts.

You can select a language output in which you would like to receive the text and email alerts – American English or Canadian French. 

Select the tab for the type of alerts. The first tab is Fraud Alerts. This is for suspicious activity. We encourage all cardholders to turn this alert on at least to receive an email.
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Facilitator note if someone asks: Be advised that one account can be selected for one language output preference. Therefore, two users tied to same account cannot select two different language preferences.





